HOUSING VOUCHER PROGRAMS - POLICY & PROCEDURES MANUAL - APPENDIX H
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Wages/ Use of cooperative | The PHA mails, | [nthe eveat the When neither form | The PHA may
Salaries agreements witha | faxes, ore-mails | independent source | of third party accept a notarized
State Wage a verification does not respond to | verification can be - | statement or
Information form directly to | the PHA’s written | obtzined, the PHA | affidavit from the
Collection Agency | the independent | request for may accept original | tenant that declares
(SWICA) to obtain | sources to obtain | information, the documents such as | the family’s total
wage information wage PHA may contact consecutive pay annual income from
electronically, by information. the independent stubs (HUD eamnings. Note:
mail or fax or in source by phone or | recommends the The PHA must
person. make an inperson | PHA review at least | document in the
Agreements with The PHA may visit to obtain the three months of pay | tenant file, the .
private vendor have the tenant | Tequested stubs, if employed | reason third party
agencies, such as sign a Request information. by the same ven'ﬁcanou was not
The Work Number | for Earnings employer for tiree | zvailable.
or ChoicePoint to Statement from months or more),
obtain wage and the SSA to W-2 for;ns, ete.
salary information. | confirm past from the tenant
earnings. The Note: The PHA_
Use of HUD | PHA mails the must document in
systems. form to SSA and the tenant file, the
the statement wﬂ] L=ABOL, ﬂlLTd pa.rty

name and position of the person completing the employment verification form.
LEffc:tivc Date of Employment: The PHA should always confirm starf and termination dates of employment.

Verification of Employment Income: The PHA should always obtain as much information as possible about the employment,
such as start date (new employment), tarmination date (previous employment), pay frequency, pay rate, anticipated pay
increases in the next twelve months, year-to-date earnings, bonuses, overtime, company name, addtess and telephone mumber,
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. Written Third " i Tenant
I Tneome Type Upfrnnf Party Oral Third Party | Document Review R
(EVEL1) ; |7 ‘@EVEL2) |3 (@QEVEL3) =] (LEVEL4) ' |’ (LEVELS)
Self- Not Available The PHA mails | The PHA may call | The PILA may The PHA may
Enmployment or faxesa - the source to obtain | aceept any accept a notarized
; verification form | income documents (j.e. tax | statement or
directly to information. returns, invoices affidavit from the
sources identified and letters from tenant that declares
by the family to cnstomers) the family’s total
obtain income provided by the annual income from
information. tenant to verify self~employment.
self-employment Note: The PHA
income. Note: .mmust document in
The PHA must the tzpant file, the
document in the reason third party
tenant file, the verification was not
*| reason third party available.

verification was not
obtained.

Verification of Self-Employment Income: Typically, it is a challenge for PHAS to obtain third party verification of self-
employment income. When third party verification is not available, the PHA should always request a notarized tenant
declaration that includes a perjury statement.

Social Use of HUD The PHA mails The PHA may call | The PHA may The PHA may
Security Tenant Assessment | or faxesa SSA, with the accept an origmal accept 2 notarized - / ¥
Benefits Sub-system (TASS) | verification form | tenant on the Line, SSA Notice from | statement or ) L
to obtiin current directly to the to obtain current the tenant. Note: affidavit from the ™
benefit history and | local SSA office | benefit amount The PHA must tenant that declares
discrepancy to obtain social document in the monthly social
reports. security benefit tenant file, the security benefits.
information. reason third party Note: The PHA
(Not Available in verification was not | must document in
some areas available. the tenant file, the
because SSA reason third party
malkes this data verification was not
available through available.
TASS. SSA
encourages PHAS -
to use TASS.)
Welfare Use of cooperative | The PHA mails, = The PHA may call | The PHA may The PHA may
Benefits agreements with faxes, or e-mails | the local Social review an original | accepta notarized
' the local Social a vetification Services Agency to | award notice or statementor
Services Agency to | form directly to obtain current printout from the affidavit from the
obtain current the local Social benefit amount. local Social {enant that declares
benefit amount Services Agency Services Agency monthly welfare
elecronically, by | 'to obtain welfare provided by the benefits. Note:
mail or fax or in benefit tepant. Note: The | The PHA must
person. information. PHHA must document in the
document in the tenant file, the
tenant file, the reason third party
reason third party verification was not
verification was nof | available.
avajlable.
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= Written Third : ; Tenant
[ Income Type e Party Oral Third Party | Doctment Review Declaration
~  (LEVEL1) |- (LEVEL?) (LEVEL3) 7| - (LEVEL4) " (LEVELS)
Child Support | Use of cooperative | The PHA mails, The PHA may call | The PHA may The PHA may
agreements with faxes, or-e-mails | the local Child. review an original accept a notarized
the local Child a verification Support court order, notice | statement or
Support form directly to Enforcement or printout from the | affidavit from the
Enforcement thelocal Child | Agency orchild local Child Support | tenant that declares
Agency to obtain Support SUppOrt payer to Enforcement current child
current child Enforcement obtain current child | Agency provided support payments,
support amount Agency or child support payments. | by the tenant. Note: | Note: The PHA
electronically, by SUpport payer to The PHA must must document in
mail or fax or in obtain current document in the the tenant file, the
person. child support tenant file, the reason third party
payments. reason third party verification was not
verification was not | available.
| available. |
Unemploy- Use of cooperative | The PHA mails, | The PHA maycall | The PHA may The PHA may
ment Benefits | agreements witha | faxes, or e-mails | the State Wage review an original | accept a notarized
" | State Wage a venfication Information benefit notice or staternent or
Information form directly o Collection Agency | unempleyment affidavit from the
Collection Agency | the State Wage to obtain current . | check stub, or tenant that declares
to obtain Information benefit amount. printout from the unemployment
unemployment Collecdon local State Wage benefits. Note:
compensation Agency to obtain Information The PHA must
electronically, by unemployment Collection Agency | document in the
mail or fax or in compensation provided by the tenant file, the
person. information. tenant. Note: The reason third party
‘PHA must verification was not
document in the available.
Use of HUD tenant file, the
systems. reason third party
verification was not
s available.
Pensions Use of cooperative | The PHA mails, | The PHA mayczall | The PHA may The PHA may
agreements witha | faxes, or e-mails | the pension review an original | accept a notarized
Federal, State, or a verification provider to obtain | benefit notice from | statement or
-Local Government | form directlyto | current benefit | the pension || affidavit from the
Agency to obtain the pension amount. provider provided | tenant that declares
pension provider to obtain by the tenant. Note: | monthly pension
information pension The PHA must amounts. Note:
electronically, by information. document in the The PHA must
mail or fax or in tenant file, the document in the
person. reason third party tenant file, the
verification was pot | reason third party
available. verification was not
available.
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; Written Third : . 5 Tenant
' Income Type |- Upfront . Party Oral Third Party | Document Review Declratio
E  (EVEL1) [|i -QEVELZ) £iI (LEVEL3) (EVEL4) ° & (EVELS) .1
Comments Whenever HUD Note; The The PHA should The PHA should
‘ makes available independent document in the nse this verification
wage, source completes | tenant file, the date method as a last
| unemployment, the form and -and time of the resort, when all
and SSA returns the form | telephone call or in other verification
information, the directly to the person visit, along methods are not
PHA should use PHA. The tepant | with the name and possible or have
the information as | should nothand | title of the person been unsuccessful.
partofthe = carry documents | that verified the Notarized statement
reexamination to or from the current income should include a
process. Failure to | independent amount. _ perjury penalty
do so may resultin | source. ’ statement.
disallowed costs
during 2 RIM
review.

Note: The PHA must not pass verification costs along to the participant:
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